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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
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EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Michael Sabbaghian
	SUPERVISOR'S CLASS: Supervising Engineer, Water Resources
	personnel analyst: SCM
	personnel date: 06/03/11
	PERCENT OF TIME: 
	activity: PPOSITION SUMMARYUnder the direction of the Chief of the Project Development Branch, the incumbent is responsible for expenditure and fund center tracking, assist with analyses and compilation of programmatic quarterly reports, preparation of related fiscal program correspondence and processing, and preparation of programmatic reports and assist with summaries as needed for annual budget processes and legislative and management informational requests.  Primary programs handled by this position could include anywhere from 30-50 projects with approximately $400-600 million of funds and grants.  This position will also assist with other programs in the Office as necessary.  The position requires in-depth knowledge of research practices, preparation of spreadsheets or database tracking tools, precise responses utilizing terminology unique to Proposition 84, IE, and 13 bond funded programs and associated projects as managed by Flood Management and the Department, and the ability to communicate effectively and utilize data and information from various Branches and Divisions within the Department, as well as, local agencies and otherState and federal agencies.   ESSENTIAL FUNCTIONSThis position requires the incumbent to work cooperatively with others, maintain regular, consistent, predictable attendance, and exercise good judgment and initiative.  This position requires the incumbent to: reason logically and creatively and work independently with some supervision; utilize a variety of analytical techniques to resolve governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively, both orally and in writing; consult with and advise the Program Managers on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of local agencies/entities contacted during the course of work; and write, review, and edit written reports, and establish and maintain project priorities.  Cooperate and establish quality assurance process with analytical staff in the Office for processing all grants and funds.  The specific duties are as follows:
	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 1462-5393-004
	sap personnel no: 
	sap position number: 50043991
	division: DFM/FPO/Project Development Branch 
	mcr: 1
	percent2: 40%20%20%10%10%
	activity2: Independently conduct ongoing program control by monitoring expenditures of the programs, and by running a variety of SAP reports and analyzing the data to create and maintain spreadsheets.  Investigate areas of concerns, such as over-expenditures or inadequate charges and explore alternatives and present to Program Managers.  Collect and research data and prepare spreadsheets with funds management, budget tracking, and government billing, tracking and monitoring expenditures, commitments, and balances associated with assigned cost centers and fund centers.  Review expenditures forecasts and identify and evaluate the probability of projected changes that may occur and present to Program Managers.  Coordinate with other analysts in the Office to ensure recommendations or alternatives on the expenditure reports sent to the Divisions Program Control Unit and FloodSAFE Program Management Office, Department of Finance and the Legislature are consistent.  Extract and analyze budget data from various SAP reports and other sources and prepare monthly and quarterly reports and spreadsheets needed for budget development, administration, and execution of the funding programs authorized under Proposition 84, IE and 13.  Organize and maintain a cost object index to ensure data needed for ongoing cost reviews and local and State audits of the programs and various types of funding and grant agreements.  Prepare expenditure reports and documentation when needed for audit purposes.Assist the Branch and Section Chiefs with the development of the scope of work and the management of current and new contracts and agreements.  Liaise with Contracts Section in DFM Administration Branch and DWR Contracts Office to prepare and execute contracts and amendments.  Process invoices by creating Service Entry Sheets in SAP associated with various routine and complex agreements and contracts.  Work closely with Fiscal and Budget Office to ensure payments are made to the Contractor on time to prevent penalities.  Create, maintain and circulate to Section Chiefs for review a spreadsheet consisting of all payments and contract deliverables.  Ensure that all obligations are met concerning year end deadlines on encumbering funds and keep Program Managers apprised.Review and analyze budget schedules and supporting documents for assigned programs in the Branch to assure procedural compliance with the requirements of the Divisions Program Control Unit.  Assist the Branch and Section Chiefs with preparing and reviewing component statements, concept papers, and budget change proposals, and other pertinent budget related documents.  Coordinate, create and maintain budget information such as cost centers and fund centers.  Provide input to Program Managers and monitor on a continual basis Programs current Bond projects and their description and financial information on a Master Bond List spreadsheet so that the Program Control Unit can input information on CA Natural Resources Agency Bond Accountability website for public viewing.  Review project submittals and prepare programmatic related correspondence and ensure that programmatic information is maintained systematically in compliance with DWR's acceptable (auditable) processes and procedures.  
	percent 3: 
	activity3: OTHER RESPONSIBILITIESThis position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	supervisor name: 
	employee name: 


